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	Student Activities Office
110 Skutt Student Center
Omaha, Nebraska 68178
Phone (402) 280-1715   Fax (402) 280-5829
www.creighton.edu/StudentActivities
sao@creighton.edu



Excerpts from our policies can be found below.  As a student organization you are responsible for following these policies in their entirety.  Complete policy explanations can be found on our website or in the Student Activities Office.

T-Shirt/Merchandise and Licensing Waiver Policy
· The Student Activities Office must approve any designs for T-shirts or other merchandise created by student organizations.
· T-shirt and other merchandise designs must be submitted to the Student Activities Office before any items are made/printed. Please submit design at least 2 weeks before the printing date. 
· The Creighton University logo and the Bluejay and Jays symbols are registered and protected trademarks of Creighton University, protected by both the Department of Public Relations and the Sports Information Office, as well as the US Patent Office. No alterations are permitted on the University seal or logo. This policy helps to ensure immediate recognition, the maintenance of appropriateness, and the prevention of commercial use without compensation to the University.  Slight alterations are occasionally permitted on the Bluejay.
· Registered student organizations, as defined by the University, using the names, marks, logo, seals, and/or symbols of Creighton University in any commercial venture, whether fundraising or promotional, are required to seek prior approval from the Student Activities Office and Public Relations & Information Services Department by completing a T-shirt/Merchandise Design Approval and Licensing Waiver Form.
· Products sold or given away bearing the trademarks of the University and the names or logo of a registered student organization, for the sole benefit of that organization, are exempt from a royalty fee charged for commercial ventures.  However, these products must be purchased from licensed vendors whenever possible.  
· If items are to be sold to those outside of your organization’s membership, or for a profit, a Fundraising Registration Form must also be completed.
· The artwork for the item must be sent electronically to sao@creighton.edu in a jpg, pdf, or eps format ! If it is impossible to send an electronic copy, hard copies will be accepted; however, this method may slow down response time.

Fundraising
· All organizations wishing to hold a fundraiser must have a completed and approved fundraising form on file in the Student Activities Office prior to securing room or mall reservations.  Skutt Student Center or mall reservations may be made by contact the reservations office at 280-1700.
· All door-to-door solicitation and selling within the residence halls by students or commercial salespersons is prohibited. Likewise, no flyers, advertisements, coupons, etc., may be placed under the doors or hung on doorknobs in any residence hall.  In certain circumstances, a student, student group, or a commercial salesperson may be given limited privileges to conduct a sale or promotion in a lobby or other approved space. In these cases, permission must be secured, in advance, from the Resident Director. If you witness a solicitor on your floor or in the building, contact the front desk. 
· For raffles, participants must be made aware of the prizes offered and of their chances of winning. To do this, limit the number of ticket sales and state "chances of winning are greater than 1 in (# of tickets being sold).” 
· If soliciting vendors or alumni for support, either financial or in-kind donations, in addition to the fundraising registration form being completed, a list of the businesses to be contacted and a copy of the letter to be sent must be attached to this form or sent electronically to sao@creighton.edu.
· If a student organization wishes to do a bake sale or sale of other foods for a fundraiser, all items sold must be baked by the organization or its members.  No pre-purchased items may be sold unless they are purchased through Sodexho Food Services.  You must follow proper food-handling guidelines. These guidelines may be found online at www.creighton.edu/studentactivities or in the Student Activities Office.
Sponsorship letters
All solicitation and sponsorship letters must include the following phrase:
Every contribution is important to supporting the activities of the ____(organization name)___ and enriching the experience of our students. Please be aware that our fundraising efforts are distinct from those of Creighton University and the ___(organization)____  is not covered by the University’s 501(c)3 tax-exempt status, therefore a Creighton charitable gift acknowledgement will not be given. Your contribution to the ___(organization)___ is gratefully appreciated. 
Event Guidelines
Student organizations are prohibited from hosting the following events because they do not fit within the mission of Creighton University.
· Date auctions, where individuals are being bought for a date. Service auctions are permitted so long as the services are within the University mission (ie raking leaves, house work, car washes, etc.)
· Food and drink consumption contests where competitive consumption is the goal
It is required that student organizations contact the Student Activities Office if they wish to host any of the following events:
· Movie viewing events, both documentaries and fictional movies
Movies are copyrighted material; federal guidelines mandate that organizations have copyright approval to show the film outside a classroom setting
· A public event that is open to the Creighton community and/or the Omaha community, particularly if the organization will be entering a contract with a speaker or speaking agency
· Speakers or lecturers
The University Student Handbook Speakers Policy and the University Speakers and Artistic/Creative Presenters policy state that student organizations are required to notify the Vice President for Student Services of any speaker invited to campus.  Please fill out the Speakers Form for notification.“Sponsoring organizations are expected to use responsible judgment in selecting speakers. When it is likely that a speaker may espouse or appear to espouse positions hostile to Creighton’s traditions and values, opportunities for expression of alternative viewpoints must be assured. The Vice President for Student Services, in consultation with the appropriate academic Vice President and University Committee on Lectures, Films, and Concerts, may require that a speaker make the presentation in a debate or panel of discussants format so as to assure expression of other views.” Page 50 Student Handbook“ If there is reason to suppose that the presentation of a speaker on campus may pose safety problems, the Vice President for Student Services may postpone the speaker’s presentation for up to three weeks so that security arrangements can be developed” Page 50 Student Handbook

Student Activities Office Form
Section 1:  Please check all boxes that apply and supply the contact information for this organization and request

         Fundraiser	              Speaker                          T-shirt/Merchandise Approval          Web space request         

        Greek                          Undergraduate               Graduate                                            Professional 

Contact Information
Student Organization: _______________________________________________________________________________

Organizer’s Name: __________________________________________________________________________________

Organizer’s Email: __________________________________________________________________________________

Organizer’s Phone Number: ___________________________________________________________________________

Event/Speaker Information
(filling out this form for any event, fundraiser or speaker, does not reserve space for that event.  Please contact Skutt or Harper Center staff for reservation information www.creighton.edu/skutt)

Event Title: _________________________________________________________________________________________

Date: ________________ Time: ______________________________ Location: _________________________________

Section 2:  Please fill out all information that applies to this request.  For example, a student planning a fundraiser that includes a  t-shirt for promotion or sale should fill out both segment A and B.

A. Fundraiser Information
Products being sold: _____________________________________ Amount product/service is being sold for: _________
Food approved to be prepared by student organizations MUST follow proper food-handling guidelines (found online at www.creighton.edu/studentactivities or in the Student Activities Office).

Full description of fundraiser:  __________________________________________________________________________

____________________________________________________________________________________________________

Will non-Creighton people be invited to participate in your event/fundraiser?   	YES	NO
Who is the fundraiser benefitting? _______________________________________________________________________

Are you soliciting donations or sponsorships?
	____	Yes.  If so, please attach the request letter and a list of contacts.
	____	No, not at this time.

B. T-shirt/Merchandise Information

Item Description: _________________________________________________________________________________________

Color(s) of item background: _____________Color(s) of design to be printed on the item: ____________________________

Will the Creighton name and/or logo be used? (Please circle one)	YES      NO

Name of business supplying items: ___________________________________________________

Signatures	
_______________________________________		__________________
Student Organizer Signature 			Date Submitted

_______________________________________		__________________
Student Activities Office Signature			Date Approved
Fill out form and submit to Student Activities Office, 110 Skutt Student Center or via email sao@creighton.edu
Contact the Student Activities Office at (402) 280-1715 or www.creighton.edu/StudentActivities with questions.
 (
STUDENT ACTIVITIES OFFICE USE ONLY
Date Received: _______________
SAO Front Desk Staff’s Initials: ____________
Updated 
9/6/2011
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